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26 October 1951

Proposed Course for Administrative Officers

19 Ostober 1951.

1. PBID is keenly interested

Training Liaison Officer's Memorandum for the Recoxrd, dated

in the proposal to sstablish courses

for professional level administrative personnsl and suggests the foi-

lowing curriculum as one suited

to FBID requirements;

A. Por new administrative personnel

(1) General
2. Elsmsntary fiscel and budget theo
> 2 4
b. Rlementary phases of t programs affecting

Ransgeman
8ll administrative positions in Agency.

;. él:ru aal:r Government administration
. nera! scquaintanceship with office hine
reproduction facilities machines aad
;. Personnel administration
. Inmdzzg::e:o scope of procurement, supplies
€. TPechniques of administrative oparations
(2) Specific
a. Instruction in standard one
priguiet it Agency operating procedures
1; Procurement, proper d su func
& Fiseal muct:ura perty aad supply vions
) Personnel
i) Travel
) Spece
(8) Ma3l and files
(1) other administrative services
B. Yor presently employed administrative personnsl

(1)
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Case 8 of
Problems in work simplification

Development of procedural writing

Studies in space and offic
‘ gy o e layout

Eaployes relations

-Studies in organiszation and methods

&mlmnhxv training for to inis
adm -‘
by Participation in such ontsfdo emzrs::a:;;m persoanel

&e

b.

C.

Eight-wesk eourse in Management lexs
Prob. »

Executives givan at University or Pithh:;;

Pittsburgh, Pennsylvanis ’

Institute on Communicat:
cat
University Waanington. b ion, American

Other applicable snort-t
"!‘Idulh couraay. e University or
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